Preparing Camera-Ready Copy for The First
Interagency Conference on Research in the

Watersheds

Instructions for Preparing Manuscripts

Introduction

The instructions described herein are based on USDA
and ARS editorial design standards and specifications.
Authors should submit manuscript as printed camera-
ready copy and as an dectronic file. Manuscripts,
(including figures, tables appendixes etc.) are limited to
six camera-ready pages. Print camera-ready copy at 600
dpi resolution or better using either alaser or inkjet
printer. Everything that has to be changed and every
unnecessary departure from the specified formats
translates directly into production delays.

Typing and Style Specifications

Paper
81 H 11, white, 20-1b stock, portrait (vertical)
orientation, one side of paper only.

Format

These instructions are tail ored to Microsoft Word for
Windows and are set up using the required format and
type spedfications. There are some minor variationsin
user interface between Word 97/2000and Word XP, but
the underlying formatting dalogs have canged little. We
highly reaommend that you set up your type
spedficationsin Word's Format Style (Styles and
Formattingin XP) dialogs.

Margins and column format
Use atwo-column format. Here are the basic
spedfications in both inch and pica measurements.

Margins Inches Picas
Top margin 3/4 45
Header space  1/2 3.
Bottom margin  3/4 45
Footer space 1/2 3

Left margin 3/4 45
Right margin 3/4 45

After the manuscript title, which shoud span the antire
width o the page, format two columns 0 that each is
3.42inches (20.5 picas) wide, with a0.17-inch (1-pica)
space between them.

Headers, footers, and pagination

Page number goes in the bottom corner of each page—
Odd page numbers onrighthand pages, right justified.
Thefoater on oddpages shodd bein Times New Roman
11 point font with the words “ The First Interagency
Conferenceon Research in the Watersheds, 27-30
October 2003 Benson, AZ.” Even page numbers on
lefthand pages, flush |eft. See the page numbers onthese
instructions as an example. Authors of individual
manuscript shoud number pages conseautively beginning
with 1. The oordinating editor will be responsible for
renumbering pages in the wrred order conseautively
throughou the book and for creating the table of contents
with the @rred page numbers.

Body text

Use Normal as the style for body text. Set thisto 11-
point Times New Roman, one of thetwo text fonts that
comes with all versions of Windows from 3.1 on. Use
this font and point sizefor al type except headings. The
other of thesetwo text fontsis Arial, which youll usefor
headings.

Paragraphs

Type paragraphs block style (noindentions). Typetwo
carriage returns at the end d each paragraph. Use | eft
justification only (do not useright or full justification).

Widow and orphan control, hyphenation

In the Paragraph Line and Page Break dialog, enable
widow and aphan control in Normal and all heading
styles. For headings, including manuscript title/subtitle,
also enable Keep Lines Together and Keep With Next.
Do na enable hyphenation.



Tabs
Set tabs at 0.25-inch (1.5-pica) intervals.

Headings

Set all headings flush |eft. Don' t indent or center them.
Do na use numbered headings. In manuscript titles and
subtitles and No. 1 headings, capitalize all words except
conjunctions and prepositions that are shorter than four
letters. If aheading will appear by itsdf at the bottom of
acolumn, insert a column break to forceit to the
beginning d the next column.

Manuscript title—Set Arial 24-point bold, spacing 6-pt
after. Typetwo carriage returns after the heading.

Manuscript subtitle—Set Arial 18-point bold, spacing
3-pt after. Typetwo carriage returns after the heading.

Heading 1—Set Arial 12-point bold, spacing 3-pt after.
Typetwo carriage returns after the heading.

Heading 2—Set Arial 11-point bold, no extra space
after. Typetwo carriage returns after the heading.

Heading 3—Set Arial 11-point bold, no extra space
after. Type one carriage return after the heading; the
heading will sit right ontop of the following paragraph.
The headings within this Format sedion are No. 3 heads.

Heading 4—No. 4 headings houd refer to asinge
paragraph only. Set Times New Roman 11-point bold
foll owed by abold em dash (ALT-02510nthe numeric
keypad), no spacebefore or after the dash, and then the
rest of the paragraph. The headings within this Headings
sedionare No. 4 heads.

Bold & italics
Useitalics, not underscoring, where appropriate. Use
bold, nat italics, for emphasis.

Superscript and subscript
Use your word processor’s superscript and subscript
capabilities.

Figure legends
Use following format:

Figure 1. Thisis asamplefigure legend. Two carriage
returns at end d each legend. Typeall li nes flush I €ft.

Lists (bulleted and enumerated)

UseWord' sbuiHn list formatters for both bull eted and
enumerated lists. Use enumerated lists only when item
order is dgnificant. Thisis one placewhere you may
break the no-indentionrule, but only if you wse the buil t-
in formatters.

Placement of tables and illustrations

Placetables andill ustrations acrosspart are all of each or
both columns or even, if youcan' t avoid it by redesigning
thetable, in landscape orientation. If anill ustration a
table neads to bein landscape orientation, placeit so that
thetop is at the l€eft of the vertical page. SeeTables

below for a sampletable that spans the page.

Appendixes

Shoud Appendixes be required, label them Appendix A,
Appendix B, andso on heading 1 style. Put the
appendixes at the end d the manuscript.

Artwork/Figures

Include only artwork (photos, drawings, graphs, and
charts) that is necessary toill ustrate technical pointsin
thetext. Do na include multicolor ill ustrations.

Number figuresin the order that yourefer to themin the
manuscript. Number each photograph, chart, graph, or
other ill ustration separately do nd number closely related
figures in subgroups as, for example, 1a, 1b, 1c, and so
on. Number conseautively within each manuscript
beginning with 1. Use whale numbers only.

Avoid embedd ng photographs or artwork containing
shading a subtle dat patterns in the word processngfile.
Because the printer will be working from a 600 dpi
printout, such ill ustrations will li kely resemble a third-
generation phatocopy or worse. Contrast and cetail are
lost, and the overall effed is muddy.

For embedded ill ustrations, use only line art (no
grayscale) and gaphing gotions that rely onbold line and
dat patterns.

If your manuscript must include a phatograph ar chart
that doesn' t med these aiteria, leave a blank space of
appropriate size onthe page where this shoud appear
and submit a separate high-resolution jpeg (or preferably
tiff) fileon dsk or, better yet in the ase of a photograph,
the original film negative. In either case, label the artwork
clearly for manuscript and location.



Tables

Number tables consecutively within each manuscript
beginning with 1. Use whole numbers only. If your
manuscript consists mainly of tables, place them together
at the end of thetext. If your manuscript has only afew
tables, you may place them in the text or following the
text, whichever works best.

Study the example below for basic format. Many tables
will be much more eaborate than the example, but the
underlying format will be the same.

Sampletable

Table 1. Sampletable with data and reading col umnsl

Tables may span one or two columns as required, or they
may be set up in alandscape orientation (sideways on the
page). Orient landscape tables so the top will be on the
|eft side of the vertical page.

The sampleis asimple tabbed table. Y ou may use
Word' stable editor if you can achieve the same effect.
Don' t usevisiblegrids or shading.

First coumn Second Third Fourth column?
(stub) column column
ltem1 0.45 10 Align numerals on decimal point.
ltem 2 .61 0.9 Use leading zero only when number is first decimal number in column.
Item 3
Subitema 1.66 11 Indent subitems 0.25 inch (1.5 picas) under main item.
Subitemb 1.33 11.75 Avoid text entries with more than oneling, like this. When such entries can' t

be avoided, type the whole item flush |eft in the column.

1pon' t center table headi ng or column headings. Keep titles short and simple. Put additional information in footnote.

2In this example, the fourth column is a reading column.

Author identification

Identify authors in afootnote on the first page of each
paper, at the bottom of the left column. Do not use
footnote numbers in the byline to direct readers to the
footnote. In the footnote, use the authors last names
followed by their professional positions and address,
as follows. Note capitalization style.

Booneis an assistant research soil physicist,
Mississippi State University, Mississippi State, MS
39762. Porter isageneral engineer, and McKinionis
an electronic engineer/research leader, both at U.S.
Department of Agriculture, Agricultural Research
Service, Crop Simulation Research Unit, Mississippi
State, MS 39765.

Byline

Place under thetitle, flush l€ft, initial caps, no space
between initials.

Herbert S. Akers, M.W. Smith, and R.S. Waters
Equations

Type equations in line, no indentions. Equations
should be numbered sequentially with the number in
parenthesis. Since equations built using equation
editors (stand-alone or built in to the word processing
software) are one of the two main sources of file
format conversion problems (tables are the other), be
sure that the equations print correctly from within
Word before submitting the dectronic fileto the
book' s coordinating editor.



References

Citations

Usethe Harvard system of citingreferences. The
Harvard system does nat have a comma between name
and dhte, so that citations are as foll ows:

(Smith 1991) one author.
(Smith and Jones 1981) two authors.
(Smith et al. 1984 more than two authors.

(Smith 1983 Jones 1987, Brown 1992 more than ore
citation. Citein chrondogical order.

(Smith 1981a and b) more than ore dtationfor the
author(s) in agiven year. Use alphabetical order by
title for determiningwhichis 1981a andwhichis
1981hb

(Smith 1981, 1982 Jones 1985 more than ore
citation, with two by same author. Note use of
semicolon.

Reference list

Use the head References, aNo. 1 head. Confine
referencelist to literature dted. Do nad type a space
between initials. Spdl out journal titles. For books,

Administrative Matters
Clearances

Obtain written approvals or clearances from any other
agencies or organizations with significant involvement in
the reported research o the writing o the manuscript.
Submit these with the amera-ready copy; each clearance
shoud identify either the rlevant manuscript or the
entire book, if applicable.

Copyright and permissions

If you are nat an employeeof the Federal Government,
you must sign arelease (a simple memo on dficial
letterhead will suffice) stating“| understand that the
work titled [give manuscript title] will beincludedin a
document to be published by the U.S. Department of
Agriculture Agricultural Research Serviceand will be
fredy copyable and dstributable by print and eledronic
means.”
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omit number of pages. Placelist of references at end
of each manuscript.

Sampl e references. Note capitalization styles.

Journal article
Jones, P.C. 1977 Title of article: Subtitle of article.
Journal of Particular Scientific Fidd 23:44750.

Book
Jones, P.C., and J.J. Smith. 1986 Title of Book
Publi sher, City [State if needed].

Publicationin series

Jones, P.C. 1968 Title of publication. U.S.
Department of Agriculture, Agricultural Research
Service Tedhnica Bulletin 1234

Chapter in book

Jones, P.C. 1973 Title of Chapter. InL. Hunt and J.J.
Smith, eds., Title of Book, pp. 4321439. Publisher,
City [State if neeaded].

Articlein procealings or paper presented in ameeing
Jones, P.C. 199Q Titleof article. In A.B. Brown, ed.,
Titleof Proceealings, placeand chte of meding, pp.
1237145 Publisher [or sponsor of meding], City
[Stateif neeaded].

Obtain written permissonto use any item created by
ancther text over 10lines long, tables, graphs, charts,
phatos, unpublished material. In most cases of printed
material, the publisher hdds the mpyright andisthe
appropriate sourcefor obtaining reprint permisson. The
permisson shoud come from thefirst listed author if (1)
the work has nat been published or (2) the work has been
published but the wpyright is nat owned by a publisher.

Works written by Federal employess as part of their
official duties or by contractors for work publi shed by the
Federal Government arein the public domain; no ore
holds copyright. Regardless you must still obtain written
courtesy permissons when reproduwcing ancther’s
material.

When requesting permisson from the rights ha der, state
thetitle of your manuscript and thetitle of the book and
that the book will be fredy avail able to the public in both
print and eledronic form.



Photos and art

Phatographs by Federal employees or contractors require
asimple memo indicating that the phatographs were
produced by Federal workers in the @urse of their
official duties. We also require written courtesy
permissons for use.

Use of phatographs by non-Federal workers requires
written permisson a release. A |etter or release form
from the phatographer shoud be addressed to the author
and must identify each phatograph and rame the

publi cation for which permisdonis being ganted.

Art reprinted from ancther publi cation must have
permisson from the wpyright hader. The public domain
provision for work of Federal employess also applies
here.

Be areful when incorporating clip art or art from the
World Wide Web in your publication. Usage mndtions
for clip art are spedfied in the fine print included with the
art. Generally, only limited uses are all owed, even when
the dip art is advertised as royalty-free

Use of art and phatographs found onthe World Wide
Web is nat carefully regulated. Much art is passed around
withou proper permissons, and the sourceof art is
commonly undeterminable. Nevertheless use of owned
art or other material remains the responsibili ty and

li abili ty of the user. If you canna tracethe origins of the
material youwant to reproduce it is much safer nat to
useit at all.

Credit lines

Credit lines give aedit to the mpyright holder of an
article, graphic, or some other publi shed material and
show they granted permissonfor use.

For reprinted materials, credit lines are esential. Place
them immediately after the bibliographical entry.

For graphs or other art separated from an article or larger
source positionthe aedit lines at the base of thefigure.

The aedit lines shoud be worded and positioned the
samein every similar case: “ Reprinted with the
permisson d (fill i nthe name of therights hdder).”

Disclaimers

We will add the following statements and dsclaimers to
the front matter of the book

* USDA trade name/commercial endarsement, if
applicable

* Pesticide use statement and dsclaimer, if
applicable

e USDA nondscrimination statement

Soit' sna necessaryo include these as foatnates to
manuscripts authored by USDA employees. Manuscripts
authored by employess of other institutions houd follow
thoseinstitutions' policies

Wewill also include a statement that we have nat edited
or designed the publi cation.

Specifications for Electronic Copy

Submit eledronic cpy alongwith the @amera-ready copy
in case we must make any necessary minor changes
beforegoingto press We' |l return any submissons
requiring major aterations.

Disk type

Y ou may submit eectronic copy on 3-1/2-inch HD
floppy or CD-R; which are readable by a standard
Windows computer. Do nd submit fileson CD-RW, as
we are more likely to have trouble reading these.

File format

Microsoft Word for Windows 97, 200Q or XP only.
SeeArtwork for instructions on separate graphics fil es.

Typing specifications

Submit eledronic apy in the same format as the printed
copy.



